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SUBPART D - EXHIBITS

C0408.60(e)
8C0408.60 Instructions — NRCS Records Guide.

@ Colorado Electronic Filing Shared Records.

These instructions provide a ready reference for employees in the State who
create, prepare, maintain, or dispose of official records electronically. More detailed information
is contained in General Manual 408 — Records, Subpart B — Files Maintenance, 8C0408.31
Electronic Records .

All offices and Service Centers have available a server with a shared file system
with standard sub-folders. Departments and users have used shared folders to create their own
folders and unique naming conventions to store records. However, this is not the policy for
official records or communications. Retention of records that are “official,” current, and
intended to be distributed or shared between users and/or offices are to be stored using the
Natural Resources Conservation Service (NRCS) Records Guide, General Manual 120, part 408,
subparts A — D. The filing system must be consistent in all offices.

(b) Shared general files consist of records that are distributed to or from other offices
in the administrative hierarchy (i.e. National, State and Area), and also records that are local to
the office. An office needs, within their general filing system, all categories for their level and
above.

(©) The network system and computers facilitates the ability to share records between
offices by automatically distributing copies onto servers and/or distributing links to records
stored in other locations.

(d) Some redundancy is good. Storing records in only a single location and directing
all users there can overtax network capability. It also ignores security by relying on only one
server and time consuming backup and restore procedures if that server goes down or files are
accidentally deleted.

(e) The standard shared electronic General Files (e-General Files) system is under
S:\Service_Center\NRCS, on all servers using the NRCS electronic directives system structure.

Office, departments, or users may continue to maintain a separate shared
departmental type folder structure for records outside of the e-General Files, including files that
may need to be restricted due to sensitive nature.
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Center\NRCS\GENERAL_FILES\General_Files_State_and_Area
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ageress [[E) 5+ \Service_Center NRCS|GENERAL_FILES\General_Fies_State_and_Area

v B

Folders X Name Sze | Type Date Modified
© £ Service_Center A |2 110_ADM-MANAGEMENT File Folder 5 PM
(2 Comservation District ~ I3 120_ADS-ADMINISTRATIVE ... File Folder AM
ChFsa I 130_AGN-AGENCY_GEMERAL File Falder
© & NRCS 152 140_SPA-STRATEGIC_PLANN. . File Folder
S 120 150_BAP-BASIN_AND_AREA._.. File Folder
120 2008 Cost Share Information IC3 160_BDG-BUDGET_PLANNING... File Folder
El= 4 Plans for Field Offices 15D 170_CGI-CARTOGRAPHY_AN... File Folder
= ardsBanquet 153 180_CPA-CONSERVATION_PL... File Folder
= e 123 190_ECS-ECOLOGICAL _SCIE. .. File Folder
& [C3 EQIP Transfer to NRCS =22 N-ECONOMICS File Folder
|5 FOTG TGN Matices (= (G-ENGINEERTNG File Folder
© (3 GENERAL_FILES (= 'C-ENVIRONMENTAL _C. .. File Folder
120 General_Files_Locsl_ao =2 P-EQUAL_CPPORTUN. . File Folder
Fi 150 250_FNM-FINANCIAL_MANA. .. File Folder
152 260_INF-PUBLIC_INFORMATL. . File Folder
122 270_IRM-INFORMATION_RES... File Folder
2D 130_AGN-AGENCY_GENERAL 10 280_INC-INTERNATIONAL C... File Folder
D 140_SPA-STRATEGIC_PLANNING_AND_POLICY_AN| | (20230 INV-RESOURCES_INVEN.. File Folder
I 150_BAP-BASIN_AND_AREA_PLANNING 122 300_L TP L AND_TREATMENT _... File Folder
IC) 150_BDG-BUDGET_PLANNING_AND_ANALYSIS 2310 NU-LAND_USE File Folder
DD 170_CGI-CARTOGRAPHY_AND_GEQGRAPHIC_INFC | (E 320 LEG-LEGISLATIVE_AFFAL.. File Folder
I 180_CPA-CONSERVATION_PLANNING _AND_APPLIC 152330_MGT-OPERATIONS_MAM. . File Folder
I£D 190_FCS-ECOLOGICAL_SCIENCES 100 340_SPA-STRATEGIC_PLANN... File Folder
I 200_ECH-ECONGMICS 1) 360_PER-PERSONNEL File Folder
IE) 210_ENG-ENGINEERING 122 350_PDM-PROJECT_DEVELGP... File Folder
) 220_EVC-ENVIRONMENTAL_COORDINATION (22 400_PPC-PUBLIC_PARTICIPA. .. File Folder
15D 230_FOP-EQUAL_OPPORTUNITY [C)410_RDV-RURAL_DEVELOPM... File Folder
[ 250_FNM-FINANCIAL_MANAGEMENT [CD420_S5C-SOCIAL_SCIENCES File Folder
|5 260_INF-PUBLIC_INFORMATION 159)430_S01-501L_SURVEY File Folder
I 270_IRM-INFORMATION_RESOURCES _MANAGEME! [0 440_PGM-PROGRAMS File Folder
IC) 280_INC-INTERNATIONAL_CONSERVATION [E0450_TCH-SCIENCE_AND_TEC... File Folder
|5 250_INYV-RESOURCES_INVENTORY 120 460_WQP-WATER_QUALITY ... File Folder

152 300_LTP-LAND_TREATMENT_PROGRAM
LD 310_LNU-LAND_USE
I 320_LEG-LEGISLATIVE_AFFAIRS
I 330_MGT-OPERATIONS_MANAGEMENT
15D 340_SPA-STRATEGIC_PLANNING_AND_ACCOUNTAI
I 350_PER-PERSOMINEL
I 320_PDM-PROJECT_DEVELOPMENT_AND_MAINTEN
152 400_PPC-PUBLIC_PARTICIPATION_COGRDINATION
LD 410_RDV-RURAL_DEVELOPMENT
ICD 420_SSC-SOCTAL_SCIENCES 3
I 430_SOI-50IL_SURVEY
2 440_PGM-PROGRAMS
12D 450_TCH-SCIENCE_AND_TECHNOLOGY
I 460_WQP-WATER_QUALITY_PROJECT_IMPLEMENT
I I7S Team
2 LTPGRP 2004

@ [CD NRCS General Files Template

U] State and Area offices.

1) National and State documents intended for State or Area wide distribution
are filed in the \General_Files_State_and_Area folders, in the appropriate sub-folder; otherwise,
use the \General_Files_Local_(SO, AO).

2 National and State documents in the Area office folders are copies of the
documents filed at the State office. Documents specific to the Area office and not intended for
distribution to Field offices are filed in \General_Files_Local_AO, in the appropriate sub-folder.

3) Appropriate permissions for all users may require restrictions for write and
modify and/or read and execution.
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|2) 5:'\service_CenterWRCS\GENERAL_FILES\General_Files_State_and_Area\230_EQP-EQUAL_OPPORTUNITY!\230-15_Civil_Rights\230-15-0_Colorado_Civil_Rights_Committee_Carrespondence
X Name Size  Type Date Modified
) Genersl_Files_Lacal_A0 A 7’;SO-EOP-r-Jon1CCRCA';:a|'ds.pdf %6 KB Adobe AcrobatDoc...  4/5/2007 333 PM

B I Gengral Files State and Area
= (53 230_EOP-EQUAL_OPPORTUNITY
|2) 230-00_GEMERAL_CORRESPONDEMCE
|2) 230-01_Directors Correspondence
| 230-08_DIRECTIVES
|2 230-11_Complaint_System
I3 230-12_Equal_Employment_Opportunity_Plan
| 230-13_Federal_Women's_Program_{FWF)
|2) 230-14_Hispanic_Emplayment_Program_{HEF)
& [C3 230-15_Civil_Rights
'} 730-15-0_Colorado_Civil_Rights_Committee
I 230-15-11 Community Outreach

4) National and State records distributed from the State office to each Area
office is copied on a regular basis, at least weekly.

(9) Field offices.

1) National, State, and Area documents can be accessed through shortcuts to
the \General_Files_State _and_Area folders at the Area office, in the appropriate sub-folder.
Documents specific to the Field office are filed in \General_Files_Local_FO, in the appropriate
sub-folder.

(2 Appropriate permissions for all users may require restrictions for write and
modify and/or read and execution.
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